“United States Environmental Prozecii;nn-Ag:ncy 1. DUTY LOCATION 2. POSITION NUMBER
POSITION DESCRIPTION COVERSHEET Boston, MA QONOIZ5,
3. CLASSIFICATION ACTION: a. Reierence of Series and Date of Standards Used to Classify this Position
us oA 6566 .6/98 5 of. 10OUL T e Pruysitad Stienct gyp, 65-1300, (2]41
N b. Title ) ¢ PayPlan | d. Series | e. Grade | f CLC
; GS N T
Official . - ) . ; 130 H
Alocadon | OUPEVISOYY Pyfsicad Stientis ool
4. Supervisor's | Temporary Detail - Supervisory Environmental Scientist TGS 319 14
Recommendation
5. ORGANIZATIONAL TITLE OF POSITION (if any) 6. NAME OF EMPLOYEE
' B T James Bourne :
7. ORGANIZATION (Give complete organizational breakdown) e
2 0.5, ENVIRONMENTAL PROTECTION AGENCY T
h. Employing Office Location
d. i. Orgegnization Code
il 0121830/ 4373
TR " S :

8. SUPERVISORY STATUS

Xﬂ [2] Supervisor or Manager. Position requires the exercise of supervisory or managerial responsibilities that meet, at least, the minimum requirements
for application of the General Schedule Supervisory Guide (GSSG) or similar standards for minimum supervisory responsibility specified in other

position classification standards.

[ [4] Supervisor. Position meets the definition of Supervisor in SUSC. ?T'DS.(a)(IGj,__but:ﬁcéé niot meet the minimum reqmrements for application of the

GSSG:

1 [5] Management Official. Position meets the definition of Management Official in 5.0.8.C. 7103(a)(11), but does not meet the GSSG definition of
Supervisor/Manager or the definition of Supervisor in 5.U.S.C. 7103(a)(10).

I [6] Lead Position leads a team pe:forming one-grade intérval work and meets the minimum requirements for application of Part 1 of the Work Leader
‘Grade Evaluation Guide (WLGEG) or is under a wage system and meets similar minimum requirements as specified by those job standards or other

directives of the applicable pay system.

O [7] Team Leader. Position leads a tear performing two-grade interval work.
WLGEG. . : , _

[ [8] All Other Positions. Position does not meet any of the above definitions.

and meets the minimuin requirements for-application of Part If of the

This is a-nqn-supewisorinon.-managc;iﬁl position.

9. SUPERVISORY CERTIFICATION I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational

relationships and that the position is necessary to carry out governmental functions for which L am responsible. The certification'is made with the knowledge that this

information is to be used for statutory purposes relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such

statutes or their implementing regulations.

""./2’%/‘;

a. Typed Name ang Title of Immediate Supervisor

3. Typed Name and Tifie of Second-Level Supervisor

Jacquelind LeClair LoisK. Adams - :
b. Signature ¢. Date e. Signature f. Date N
10. OFFICIAL CLASSIFICATION CERTIFICATION: I certify that this position has been classified/graded as required by Title 5, U.S. Code, in conformance with

standards published by the U.S. Office of Fersonnel Management or, if no published standards-apply

directly, consistently with the most applicable published standards.

a. Promotion Potential
ﬁﬁ This position has no promotion potential
promotion potential to grade:

[ If position develops as planned and employee progresses satisfactorily, this position has known

b. PSB Risk Designation | c. Financial Disclosure Form | d. “Identical, Additional” (IA) e. FLSA Determination f. Functional
01 Low 1 OGE-450 Required Allseation This position CI NONEXEMPT [ EXEMPT* | Classification
[1 2 Moderate ] OGE-278 Required [ may be IA’ed (¥check exemption category) Code
33 High (& No financial disclosure {%{ may not be [A’ed DY Administrative
Security Clearance forms required 1 is limited to current incumbent | O Professional [ Executive Cf p
Required: O Yes O No ' 1
g. Bargaining | h. Check, if applicable: i, Classifier’s Signature j. Date
Unit Code Medical Monitoring Required __
%Extrammal Resources Management Dutics ( £> % of time) O S{) g , 5 [

568 This position is subject to random drug testing () A4 ,Li é Y ‘UUQQAQ— _ 54

11. REMARKS ' (/

EPA Form 3150-1 (Rev 8/2009) Previous Versions are Obsolete



INSTRUCTIONS
I [TEMS |

1) DUTY LOCATION: Show the geographical location of the position, e.g., Washington D.C.,
New York, NY, etc. :

2) POSITION NUMBER: To be completed by Human Resources Office or Shared Service Center.
3) CLASSIFICATION ACTION: To be completed by Human Resources Office or Shared Service Center.

4) SUPERVISOR'S RECOMMENDATION: Show the title service (GS, WG, etc) series and
grade recommended by the supervisor.

5) ORGANIZATIONAL TITLE: Indicate the organizational title of the position if any, e.g.,
Division Director, Team Leader, etfc. '

6) NAME: Name of Employee. If vacant, indicate "vacancy.”

7) ORGANIZATION: Show the organizational designation of the position starting with
the first subdivision under the EPA. Indicate the official organizational code for the lowest
approved organization.

8) SUPERVISORY/MANAGERIAL DESIGNATION: To be completed by immediate supervisor.

9) SUPERVISORY CERTIFICATION: To be certified by the first and second line supervisors
who are delegated the responsibility for assigning and reviewing work. Reference appropriate
delegations, manuals, and guidelines for limitations on signatory authority. Approval by second
line supervisors is not required if the immediate supervisor is an Assistant Administrator,
Regional Administrator or Laboratory Director. Signing the position description is an important
responsibility; any intentional false or misleading statement in this description.or willful
misrepresentation thereto is a violation of the law punishable by a fine of not more than $10,000
or imprisonment of not more than & years, or:both (18 U.S.C. 1001).

10) OFFICIAL CLASSIFICATION CERTIFICATION: To be compieted by Human Resources Office or
Shared Service Center.

11) REMARKS: To be completed by Human Resources Office or Shared Service Center.
il. ADDITIONAL INSTRUCTIONS

Type the duties and responsibilities of this position on plain bond paper and attach to this form.

For specific instructions on how to complete this form, please contact your Human Resources Office or
Shared Service Center.

iil. DISTRIBUTION
Original to official position description file in the Human Resources Office.

Copy to Official Personnel Folder (OPF)
Copy to Employee






¢} develop and maintain cooperative worki ¢ relationships with officials of Regional, State and
Federal agencies, consulting firms, universities, public interest groups, private organizations,

- non-protit groups, trade associations, and the general public to improve relationships; identify
and resolve problems, interpret and clarify rules and regulations, and provide information on
grant requirements. Incumbent confers with these offici esolve differences, outline
problem areas, determine needs, and ¢ ropose solutions. Incumbent considers a broad spectrum
of factors when making decisions or recommenda ions 1o higher level managemerst), including
public and press relations, and State program relations and authority
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reconmends apprepnate‘ llocations




and techniques; or to resolve si

The position reports to the Chief of the Grants, Tribal and Municipal Assistance Branch within
the Office of Ecosytems Protection. '

FACTOR 3 -- SUPERVISORY AN D MANAGERIAL AUTHORITY EXERCISED

Level 3-3
Level 3-3A : _
Exercises delegated managerial authority to set a series of annual, multi-year, or similar types of
both short and long-range work plans and schedules for accom lishing the mission of assigned
programs including in-service or contracted work. Assures implementation of the goals and

4




ceordmators coraxm
contractors;

2. Exercxsmg s1gmﬁcan

}’
capablhtzes or of cont:actor
4. Direction of & program ¢
multimillion deilar level of :

5. Making deczsmns on work problems presented by subordmaie team leaders and staff or
similar perscnnel or by conﬁacto - _ s

6. Eva!uatmg subordmate team leade:s and staff
7. Making or approving selections for subordinate non-supervisory positions;

5
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3. Journalists representing: mﬂuentaal city or county n
television covera - -

4. Congressional committee and subcommi
counsel ieveis'
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presentat:ons_ 1
programs ma.nag'"' 3
highly controvers
where there i
oufcome.

no statutory framework, Agerwy po cy e_a' 15&.5_:;‘= ‘cy gm_
analytical skills are often necessary to d
associated accountability measures.

FACTOR 6 - OTHER CONDITIONS Level 6-6.



programmatic and administe




PROGRAM SCOPE AND EFFECT

LEVEL 1-3 550 Points

Directs assigned programs that involve multi-disciplinary professional, highly technical, and/or complex administrative work.
The programs and work directed encompass the New England Region. Activities, functions, and services accomplished directly
and significantly impact a wide range of Agency activities, the work of other agencies, and the activities of a wide range of
outside interests, including all levels of government, local community groups, the private sector, and the regulated community.

ORGANIZATIONAL SETTING

LEVEL 2-2 250 Points
This position reports tc a GS-15 Branch Chief.

SUPERVISORY AND MANAGERIAL AUTHORITY

LEVEL 3-3 775 Points

3-3A

Exercises delegated managerial authority to set a series of annual, multi-year, or similar types of both short and long-range work
plans and schedules for accomplishing the mission of assigned programs including in-service or contracted work. Assures
implementation of the goals and objectives for the program segments or functions s/he oversees. Determines goals and
objectives that need additional emphasis; determines the best approach or solution for resolving budget shortages, and plans for
long-range staffing needs. This position is closely involved with high-level program officials (or comparable Agency-level staff)
in the development of overall goals and objectives for assigned staff functions, programs, or program segments. For example,
incumbent directs development of programs and associated data; provides expertise and insights; secures legal opinions; prepares
policy position papers or legislative proposals, and executes comparable activities which support development of goals and
objectives related to high levels of program management, development, and formulation.

3-3B

Plans work to be accomplished by subordinates, set and adjusts short and long-term priorities, and prepares schedules for
completion of work; assigns work to subordinates based on priorities, difficulty and requirements of assignments, and the
capabilities of employzes; evaluates work performance of subordinates; gives advice, counsel, or instruction to employees on
hoth work and administrative matters; interviews candidates for positions of the Unit and recommends appointment, promotion,
or reassignment to such positions; hears and resolves complaints from employees; effects minor disciplinary measures, such as
warnings and reprimands, recommending other action in more serious cascs; identifies developmental and training needs of
employees, providing or arranging for needed development and training; finds ways to improve production or increase quality of
the work directed; develops position descriptions, and performance standards and agreements and utilizes these for employee
evaluation.

In addition, exercises the following autherities:

1. Using zny of the following to direct, coordinate, or oversee work: team leaders, group coordinators, committee
chairs, or comparable personnel; and/or providing similar oversight of contractors;

2. Exercising significant responsibilities in dealing with officials of other units or organizations, or in advising
management officials of higher rank;

3. Assuring reasonable equity (among Unit groups, teams, projects, etc.) of performance standards and rating
technigues developed by incumbent per Agency policy and assuring comparable equity in the assessment by
subord nates of the adequacy of contractor and grantee capabilities or of contractor and grantee completed work;

4. Direction of a program or major program segment with significant resources (e.g. one at a multimillion dollar
level o7 annual resources;

5. Making decisions on work problems presented by subordinate team leaders and staff, or similar personnel, or by

contractors;

Evalualing subordinate team leaders and staff;

Making or approving selections for subordinate non-supervisory positions;

Recommending selections for team leader, group coordinator, or project director positions responsible for

coordinating the work of others, and similar positions;

9. Hearing and resolving group grievances or serious employee complaints;

10. Making decisions on non-routine, costly, or controversial training needs and training requested related to
emplovees of the Unit;
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11. Determining whether contractor performed work meets standards of adequacy necessary for authorization of
payment;

12. Approv.ng overtime, and employee travel;

13. Recomraending awards or bonuses for non-supervisory personnel and changes in position classification, subject to
approval by higher level officials, supervisors, or others;

14. Finding and implementing ways to eliminate or reduce significant bottlenecks and barriers to production, promote
team building, or improve business practices;

PERSONAL CONTACTS

1. Nature of Contacts

LEVEL 4A-3 75 Points

Contacts include those which take place in meetings and conferences and unplanned contacts for which the employee is
designated as a contact. point by higher management. The often require extensive preparation of briefing materials or up-to-date
technical familiarity with complex subject matter.

Such contacts are madz on a frequent basis with the following:

1. High-ranging managers, supervisors, and technical staff in EPA, AAships and/or laboratories; Agency headquarters
administrative support staff, or comparable personnel in other Federal, State, Tribal and local agencies.

2. Key staff of public interest, community or other environmental groups (in both informal and formal briefings) with
significant political influence or media coverage;

3. Journalists representing influential city or county newspapers or comparable radio or television coverage; influential
individuals or organized groups from outside the Agency, such as officers of regional or national trade associations,
public action groups, professional or community organizations, and/or State and local government managers and
elected officials doing business with the Agency; and/or representatives of the private sector, academia and medical
infrastructure

2. Purpose of Contacts

LEVEL 4B-4 125 Points

The purpose of the contacts are to influence, motivate, or persuade persons or groups to accept opinions or take actions related to
advancing the fundamental goals of the programs, In representing the programs, the incumbent must frequently justify, defend,
or negotiate to obtain or commit resources, and to gain compliance with established policies, regulations or contracts. At this
level, it usually involves active participation in conferences, meetings, hearings or presentations involving problems or issues of
considerable consequence or importance to programs managed. Typically, the purpose of the contact involves matters such as
emerging, highly controversial, and/or technically complicated environmental and public health issues where there is divergence
of opinion and high plitical, economic and/or social interest in the outcome.

DIFFICULTY OF TYPICAL WORK DIRECTED

LEVEL 5-8 1030 Points

At least twenty-five percent of the nonsupervisory duty hours of subordinates' workload (not positions or employees) is equal to
the GS-13 level.

OTHER CONDITIONS

LEVEL 6-5 1225 Points

Supervision of highly technical, professional, administrative, or comparable work at GS-13 or above involving extreme urgency,
unusual controversy, or other, comparable demands due to research, development, test and evaluation, design, policy analysis,
public safety, public health, medical, regulatory, or comparable implications.

TOTAL POINTS = 4030
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Extramurat Resourcas Management Duties Checkiist
. This checkdist must be used with all PDs to identify: rhe peroen!age qf time an mplayee is engaged in duties related to managing -

contracts, granis, cooperative agreements, and interagen

cy agreements. For positions requiring perfo

| or more of the employees time, in addition to this Mk&:ﬂcﬁdﬁdﬂmababedawﬁedm fhebod}:ﬁuqkrdnﬂmma} of the

_£D,

'Emplovee information

rmarnce of these duties for 25%

Wntage of Time. Spent on Extramural Resources

'| Management

This EGSItIOR has ne extamural fesources

Name_ | N OPAER
5 _

Doaa 2 3"6_ i

; _t/ Total exiramural resources managemant duties

a2 c.m:'r‘\ S

Position Number _:
: 3 occupy less than 25% of time.
Tite &<g3 F’g\/&m\[ i q o @_\; RO Total axtramural resources management duties
F:M*f. Ll SASAA BN~ Tm_.., b oocupyzs%toSG%ofhma. “These duties are

: sndicated beiowand described in tha positien
de ggon - i

{Seﬁqsi{_sgade el Kl -} 4’ i Total extramural resources management dutws

- : L ot e T ocoupy more than 50% of ime. These duties are
s ).} indicated below and describad in the eposiion

- /7 I | deseription. : e

Organization 1{ {.S E?P'Pr 06*{’ / Ch\\{} -

'When this checklist 1s usad ﬁs an amendmanl: f:o a posifion dmrfpﬁon, the fo:tuw!n}g algnatures are required

Supervisor's Sinnature; @,ﬁ—cb@ s M—w‘\m_) _ibae | /3 A {U

Personnsl Specialisis 3§gnam i - i Date

Part 4. Contracts Managﬂmen_g Dutiss.

Monitors m gament and performance of

delivery orders!work gs_ggnments after award

Pre-award:
Plans Procurements Defines scope of work for work assignments
Estimates Costs : Approves payment requests of ACH drawdowns
Obtains funding commitiments Manages cast-relmbursemant contracts
Prepares procuremient fequests | Reviews invoices =~ |
Writes statements of work : Inspects and accepts deiiverab!es
_Reviews statements of work Otherglish .. .
. Processes unsoliciied proposals .. ongeka: : i
Responds to pre-award inquiries  ©
:Participates In pre<award conferences - momut'

Writes reports on contractor ;erfotmam cosis,

Reviews coniractor prograss reports

_Conducts technical evaluation of proposals
. Pariicipates in debrieﬁn‘g_fpmtests i and tasks performed :
" Other (lists) Reconciles payments with work performance
i Closes-out payments
_{ Performs cost aomurrﬁng
Post-award: s o Provides assistance to Contraciing Officer in ]
Prepares delivery nrdsrs i | settling claims = :
Reviews contractor work plans Ofthet (list) 9T 5

Monitu;s s government-furnished pmperty ;

| TPercentage of Time Spent on Goniracts Nanagement

foniors cost, mansgement, and overall lechnlr:at

_ performance of contract after award

%

Continue




ks pmb}amshssues

ngpﬁcatlonfﬁppllcmow

1. .| Participatés in decisionsiachons to ensure

"""'. Prapares solictation for Srorosds

| successiul project mm{ehon and in decnsuoné 1o

Identifies potential grantees for area of pmgam _

S emphasis

: immse smctions

Rewewsmg s modificatioris, additional

Makes initial dstarminahons (wheth 'p Qject 1

procurement or essistance, whether @ "ency has

funding, etc., and makes recommendations to

Grants Management Office

_whether funding is avallabie eic.)

notiates amendments

i Provides admimsirahve mformatton to-appii m!m:s

Reviews CostPriceiAnalysis for recipient

i Determines appropriateness of applicant’s

contracis/change orders {Superfund only)

workplan/aetivit dget and compliance With

wmn necessaty, recommends termination of the

{ __regulations and guldelines and negc‘iates ch ang_es g P | agresment -
i with applicant : R A Resnbms with Grants Management Office H
b1 S5iets pplicant In resoiving Jssuss In applicaton | - ninistrative and financial issues

* For cooperative agreement, determines substanhal mdugm_periodrc mwaws to:ensure wmglf

Federal involvement and develops a condition for - writh agresment. :

" bigresment B Other (lish)

Negotiates level of funding '

“Conducts site visits to svaluste pmgggn capability 1 Close-put:

Serves s resource to Selection Panel

Cerlifies delivarabies were salistactory and mely |

“Informs applicants of Mndmg decigions

Provides assistance to recipients end Grants

Wi

TOther (is1)... ok )

_Management Office to ensure fimely close-ouf ||
econciles: payment with work performed :

P ..U'I

stifies recipient of close-out regu rements.

Prepares funding packagg.-. iscluding Decision

‘Obtains fegal assistance if necessary fo resolve

i g

__ Memorandum

incompiets closs-out

' Obtains concurrenceslappravais

f project Is audited, responds to issues and ensures

Reviews/conours in oomple'eect document
“Establishes project file I

recipient comp les with audit recommendations
__Other (list) ' g% _

ﬁther {list)

Percentage of Time Spem on Grmtsfcooperaﬂve

Proiact Managmmﬂhdminlstraﬁon'

Wioniors recipient’s activities and progress_

Agreements Managemsnt

‘Reviews reports and de!i\rerables and notlﬁas

!

_

Part 3 . Interagency Agreements PDiglgs & 0

»

reciplent of comments sk
Provides technical assistance to recipients.

Monitors cost management and overall technical

Pre-Agmement.
Plans and negotiates work effort rformance
Estimates costs Panmmm__mm
Obtains funding commitments modificationfermination
Pre| commitment notice Conducts periodic review of Supetfund State A
Writes or reviews scope of work ; Contracts pavments receipts (Suparfund only)
! Responds to pre-agreement inquiries _ inspects and accepts deliverables R sy ]
: Participates In pre-agresment conferences -;Other {list) RN
Coordinates with appropriate staff in developing o
“Independent Government Cost Estimates (IGEs) : Ciase—out- e s s ame ol
Negotiates and snsures exscution of Superfund aaiid Reviews final repert "

State Contracts (Superfund only)

Decides on disbursement of eaulpment

Parforms technical evaluation of work plan and

Reconciles payments with work performed

eviews Superfund State Confracis o ensure full | _

Prepares funding packege and obta!ns necessaw -

reimbursement (Superfund only) ]

CUITENCEes " Cerlifies deliverables
ther {list) i Resolves close-out issues with Gremls Mana%merst
A Office/other agency _ = il
. Other’ {list) e
Pm}ecﬁ Manggemanmdmlnimﬁon D ; ; o

Reviews progress reportsifinancial reports

Percentage of Tims Spent on Interagency Agreements

=

Managsment:

} 4




